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INTRODUCTION

The lllinois Human Rights Act [Section 2-105 (B) (1)] authorizes the Department of
Human Rights to issue guidelines [Title 56, Subpart H, Section 2520.760 (e)] for
development and implementation of affirmative action plans by state executive agencies
and to approve such plans [Title 56, Subpart H, Section 2520.760 (b)]. These guidelines
apply to the state executive departments, boards, commissions, and instrumentalities of
lllinois state government.

An affirmative action plan is a detailed, results-oriented, set of procedures arising from
aninndepth review of all aspects of the agencyobs
impact equal employment opportunities for women, minorities, and people with

disabilities.

Each fiscal year, state executive agencies affirmative action plans must adhere to the
format, content and procedures outlined herein. Each affirmative action plan will be
evaluated based on these guidelines.

This Technical Assistance Guide outlines and explains the components of the plans and
sets forth the criteria for affirmative action performance. The State Agency Liaison Unit
is responsible for monitoring and implementing these guidelines.

The Technical Assistance Guide and forms for the quarterly reports, as well as other
EEO/AA forms, can be accessedon t he De Gate AgaenliaiBos Unit
webpage.



https://www2.illinois.gov/dhr/legal/Pages/Liaison_Unit.aspx

AFFIRMATIVE ACTION PLAN CHECKLIST

Section One

EEO/AA Certification Form

EEO/AA Policy Statement of the Chief Executive Officer[ Chi ef Execut

Agency Profile

Identification and Duties of the Agency EEO/AA Officer

Internal EEO/AA Organizational Chart/Agency-Wide Organizational Chart

Methods of Di sseminatPolicgPlanh e

Section Two

il

il

Internal Workforce Analysis:
Workforce Analysis (DHR-9)

Agencyods

Workforce Transactions Summary (DHR-10) total for previous fiscal year

Availability Analysis

Availability Percent Worksheet (DHR-5 AAP)

Utilization Analysis (DHR-8 AAP)

Underutilization Summary by Region (DHR-11)

Section Three

il

Numerical and Program Goals
Timetables
Responsible Persons
Monitoring Procedures

Section Four

Employment Discrimination Complaint Process
Employment Discrimination Complaint Form (DHR-21)

Section Five

Executi ve

1 Disability program:

______ Labor Force Analysis with People with Disabilities (DHR-34 AAP)

____ Numerical Goals, if necessary
Reasonable Accommodation Policy[ Chi e f

___Accommodation Procedures / Request Forms

__ Physical Barriers

i Procedural Barrier Narrative
_____Pre-employment Screening
_____Employment Criteria and Job Description Review
___Employment Testing
_____ldentification of ADA Coordinator
__ Emergency Evacuation Procedures
Section Six

ive Officerods

AA

Of f i

Applicable EEO Laws: Any Federal law that mandates the agency to adhere to additional

EEO/AA requirements.

Section Seven

Hiring Monitor (DHR-19)
Promotion Monitor (DHR-20)
Exit Questionnaire (DHR-30)
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ONE



Requirement:

The EEO/AA Program Certification of an agency certifies that the AAP represents the
Equal employment Opportunity/Affirmative Action Program of the agency.

[Title 56, Section 2520.APPENDIX A, Part | (a)].

EXAMPLE

EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION
PROGRAM CERTIFICATION

AGENCY

MAIN ADDRESS

TELEPHONE NUMBER: (Voice)

TTY / NEXTALK: (For the Deaf or Hearing / Speech Impaired)

WEBSITE:

CHIEF EXECUTIVE OFFICER

EEO/AA OFFICER

ADA COORDINATOR

This is to certify that the attached document represents the Equal Employment
Opportunity/Affirmative Action Program of this agency.

Chief Executive Officer Date

EEO/AA Officer Date

January 2019



EEO/AA POLICY STATEMENT OF THE
CHIEF EXECUTIVE OFFICER

Requirement:

The policy statement, which must be signed by the Chief Executive Officer of an
agency, should indicate a positive and determined commitment to equal employment
opportunity and affirmative action, as well as his/her endorsement of the affirmative
action plan as that of his/her administration.

[Title 56, Section 2520.APPENDIX A, Part | (b)].

An example of a policy statement which addresses all the required elements is provided
below. An agency is free to add additional provisions.

EXAMPLE

1 Decisions including but not limited to recruitment, hiring, training, promotion, layoff must be
made without regard to the following bases: including but not limited to race, color,
religion, sex, sexual orientation, national origin, ancestry, citizenship status, disability, age,
order of protection status, marital status, pregnancy, arrest record, military status, and
unfavorable discharge from military service.

1 The agency is committed to advancing a culture of diversity, equity, inclusion, and
accessibility by creating and maintaining an environment in which individual differences
are valued, diverse viewpoints are considered, and contributions of all the agency®
workforce are recognized; and instituting programs that recognize the value of diverse
voices.

1 The agency is committed to meaningful action to institute the principles of diversity, equity,
inclusion, and accessibility through identifying and addressing bias, discrimination, and
microaggressions when they occur.

1 The agency is committed to diversity, equity, inclusion, and accessibility through a
thorough consideration of equitable implications of all policies, procedures, and practices
as they are created and perennially reviewed.

1 The agency will reasonably accommodate pregnant employees as required by the law (PA
98-1050; lllinois Human Rights Act 775 ICLS 5/1et.seq).

1 A commitment to undertaking affirmative action to correct the underutilization of women,
minorities, and people with disabilities in all levels of employment.

1 The agency is committed to implementing sexual harassment and other harassment
policies and programs.

1 The support and commitment are expected of all executive, managerial, and supervisory
staff in implementing the agency affirmative action plan.



AGENCY PROFILE

Requirement:

The agency profile should indicate the mission of the agency,
as well as the primary function and day-to-day operations of the
agency. In addition, it should indicate any specific EEO/AA
problems and needs. [Title 56, Section 2520.APPENDIX A, Part | (c)].




THE IDENTIFICATION AND DUTIES OF EEO/AA OFFICER

Requirement:

The person assigned the responsibility of discharging the EEO/AA function for the Chief
Executive Officer should be identified by name, location, phone number, and e-malil
address. In addition, the various responsibilities of the agency and/or local EEO
Officer(s) should be listed. [Title 56, Section 2520.APPENDIX A, Part | (d)].

Section 2-105 (B) (4) of the Human Rights Act and Section 2520.780 (a) of the
Department of Human Rights Rules and Regulations requires that agencies employing
1,000 or more employees must have a full time EEO/AA Officer who is on the
administrative staff oftheagency s Chi ef Executive Off
1,000 employees can assign the EEO/AA responsibilities on a part-time basis; however,
in agencies with less than 1,000 employees the EEO/AA Officer should have direct
access to the agency Director.

In addition, Section 2520.780 (a & b) requires that the Chief Executive Officer inform the
Director of the Department of Human Rights when there is an interim or permanent
change in EEO Officer and obtain approval of this individual prior to appointment when
the agency has more than 1,000 employees.

The duties of the agency EEO/AA Officer include, but are not limited to those delineated
in the Human Rights Act and Department& Rules and Regulations:

EXAMPLE

1. Todevelop t he agency dimplanfgodlsramdakjectives; a c
2. To assist in identifying and solving EEO problems;

3. To design and implement internal audits and reporting systems for measuring the

effectiveness of agency programs indicating need for remedial action, and determining
thedegr ee to which the agencyés goals and

To serve as liaison between the agency and EEO enforcement authorities;
To serve as liaison between the agency, women, minorities, and disability organizations;
To inform management of developments in the EEO field;

To assist in the evaluation of employees and job applicants so that women, minorities,
and disabled persons are given equal employment opportunity;

To regularly confer with managers, supervisors and employees to assure that the
agencyb6s EEO policies are observed;

obj e



10.

11.

12.

13.

14.

15.

To advise managers and supervisors if employment practices comply with the Act;

To report to the Department all internal and external complaints of discrimination against
the agency;

To assist in the investigation of internal and external complaints of discrimination as
specified in Section 2520.790 (a & b) of these regulations;

At t he r equ e s tChieffExetutive Offecer,dordicegt agency staff in taking
appropriate action to correct discriminatory practices identified by the Department and
report to the Chief Executive Officer on the progress of actions taken;

In conjunction with the filing of quarterly reports, to submit recommendations to the Chief
Executive Officer and the Department for improvementstothe agency o6s Af f i
Plan;

To immediately notify the Chief Executive Officer and the Department when unable to
resolve employment practices or conditions which have or tend to have disparate impact
on women, minorities, or people with disabilities;

If the agency is in noncompliance, as described in Section 2520.795 (c) (2) (3) to work
with Central Management Services to develop programs for the preparation and
promotion of the affirmative action group in question.

TheEEO/ AA Of fi c euldatsointiudesi es s ho

Reporting on and/or analyzing layoff reports [2520.770 (f)], reorganization reports
[2520.770 (g)], hiring and promotion monitors [2520.770 (h)], and exit questionnaires
[2520.770 (i)];

Evaluating tests, employment policies and practices and reporting to the agency director
any such policies, practices and evaluation mechanisms that have adverse impact on
women, minorities, and people with disabilities. The agency EEO Officer will also assist
in the recruitment of minorities, women and people with disabilities;

Provide counseling for any aggrieved employee or applicant for employment who
believes that he or she has been discriminated against because of including but not
limited to race, color, religion, sex, sexual orientation, national origin, ancestry, age,
order of protection status, marital status, arrest record, military status, unfavorable
discharge from military service, citizenship status, and disability.

r



INTERNAL EEO ORGANIZATIONAL CHART

Requirement:

The EEO organization

chart

shoul d r ef hge

any agency wide EEO/AA advisory council. This chart should identify any employees
who have EEO/AA responsibilities in their respective locations and the geographic
scope of their responsibility (e.g., facility, region). A separate agency-wide
organizational chart should be submitted to reflect the EEO/AA position within the
administrative structure. [Title 56, Section 2520.APPENDIX A, Part | (e)].

DIRECTOR

Chief EEO Office
Position Title

Area EEO Officel
Position Title

Area EEO Officel
Position Title

,\/VA
/\ N

Region EEO Office
Position Title

WALAL

Region EEO Office
Position Title




METHODS OF DI SSEMI NATI NG THE AGEN!
AA POLICY AND PLAN

Requirement:

The Plan should indicate the methods to be used by the agency to disseminate the AA
Policy and Plan both internally and externally. An example of methods used to
disseminate policy and plan information is provided below. An agency is free to add
additional methods to this list. [Title 56, Section 2520.APPENDIX A, Part | (f)].

EXAMPLE
Policy

1 Post policy on bulletin boards or any other conspicuous location used to display
important agency notices;

1 Display EEO/AA posters in conspicuous locations;

1 Inclusion in brochures and other appropriate publications which discuss the hiring
practices of the agency;

1 Inclusion in supervisorsdé aenndp | o0 y e eb®dks ahda mew employee orientation
and other appropriate training programs;

1 Communications sent to employee/employer associations;

1 Communications senttoareawo men s or g a minarigytgroupsiasd a n d
advocacy groups for persons with disabilities;

T I'nformation included on the agencyb6s website

Plan

9 Notification to all staff that the AAP is available for review or obtained from the EEO
Officer;

1 linois State Library; [Title 23, Part 3020, Ch. 1, Subpart A, Section 3020.110]
1 Available to state and federal regulatory agencies;

1 Agency intranet.
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Internal Workforce Analysis

Requirement:

In this section of the affirmative action plan, the agency must provide a copy of the
workforce analysis (DHR-9), and workforce transaction (DHR-10). In addition, the
agency should provide a narrative analyzing each one of the summaries.

[Title 56, Section 2520.APPENDIX A, Part Il (a) (b)].

Forthe wor kforce transactions report, an assessr
transactions for the previous fiscal year, including, but not limited to, a breakdown of

new hires, promotions, demotions, transfers, and separations by affirmative action

groups.

For the workforce analysis, an analysis, as of June 30" of the previous fiscal year, of
the distribution of present employees by affirmative action group among the 8 EEO job
categories in the 10 regions.

NOTE: The above-mentioned forms can be accessedont he De p a tdtanent 0's
Agency Liaison Unit webpage.
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EXAMPLE

Workforce Analysis by Region

Agency: Reporting Pariod:
Region:
MALES FEMALES PERCENTAGES
Grand Al NH Al MH
EED Catagory Tiotsl Todal W BAA HL A AN ORI PWD| Total W aAas HL A AN OFl PWD M F W BAA HL A AVAN  NHOP PWD
Officials /
Adminizstrators 1] 0 0 0.00% ) oo00% | oo0% | oo0%t | 000w | 0.00% | 000% | noos | 0.00%
Professionzls
0 0 0 0.00% ) oo00% | o000% | 0005 | uoo% | 0.00% | 0.00% | noox | 0.00%
Technicians 0 0 0 oo | ooos | oooe | oo | ooow | ooos | oo | coew | oo
Prodeciive
Sewice 1] 0 0 0.00% ) ooo% | oo0% | oo0s | ooo% | 0.00% | 0.00% | noos | 0.00%
Para-
professionals 1] 0 0 0.00% ) ooo% | oo0% | oo0s | 000% | 0.00% | 0.00% | noos | 0.00%
Administrative
Support 1] 0 0 0.00% ) oo00% | o00% | oo00%t | 00o% | 0.00% | 0.00% | noos | 0.00%
Skilled Craft
HEa L 0 0 0 000% | ooow | ooow | ooose | noow | ooosw | oo | com | 000w
Sarvice |
Maintenance 0 0 0 0.00% ) oo00% | o000% | 0005 | uoo% | 0.00% | 0.00% | noox | 0.00%
TOTAL i 0 0 0 0 o |lo|of| o 0 0 i 0 o | o|of| o | ooo% | o000 | 000% | 000% | 0.O0% | 0.00% | 0U00% | oo | 0.00%
Grand Total Employees for Region 1: Males: [¥] Femalas: 0 Total Minorities: i}
0.00% 0.00%: 0.00%
White: 0 Black/African American: 0 Hispanic/Lating: 0 Asian: 0 ALAMN: 0 NHORI: 0 PWD: V]
0.00% 0.00%: 0.00% 0.00% 0.00% 0.00% 0.00°%,

W-White B/AA=Blzck or African American  Hil-Hispanic or Lafine A=Asian  AlAMN-Amencan indian or Alaskan Nafive  NHOPl-Natve Hawsiian or Other Pacific [slander  PWD=People with Disahilities
DHR-3 [Rav. Fab. 201E}



EXAMPLE

Workforce Transactions Report
by EEQ Category

Agency: Reporting Period:
EED Category:
MALES FEMALES PERCENTAGES

Grand Al MNH Al NH Al NH
Transaction Total Total | W B/AA HL A AN OPI PWD | Tota W BAA  HL A AN OPI PWD M F W BAA HIL A AN QP PWD
MNew Hires

0 0 0 0.00% 0.00% ] 0003 | 000% | 000% | 000% | 000% | 0.00% | 0.00%
Promaotions

0 0 0 0.00% 0.00% ] 0003 | 000% | 000% | 000% | 000% | 0.00% | 0.00%
Intra-Agency
Transfers 0 0 0 0.00% 0.00% | ooo% | ooos | 000% | 000% | 000% | 0.00% | 0.00%
Suspensions

0 0 a 0,004 0.00% 0.00% 0.00%: 0.00% 0L00% 0.00% 0.00% 0008
Separations

0 0 a 0,004 0.00% 0.00% 0.00%: 0.00% 0L00% 0.00% 0.00% 0008
Discharges

0 0 a 0,004 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00R%
Lay Off

0 0 0 0.00% 0.00% ] 0003 | 000% | 000% | 000% | 000% | 0.00% | 0.00%
Demotions

0 0 0 0.00% 0.00% ] 0003 | 000% | 000% | 000% | 000% | 0.00% | 0.00%
Reductions

0 0 0 0.00% 0.00% | ooo% | ooos | 000% | 000% | 000% | 0.00% | 0.00%
Reinstatemants

0 0 a 0,004 0.00% 0.00% 0.00%: 0.00% 0L00% 0.00% 0.00% 0008
Reamployment

0 0 a 0,004 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00R%
Upward
Reallocations 0 0 0 000% | o000 | ooos | ooose | ooow | ooom | ooow | ooon | oo
Dowrmward
Reallocations 0 0 0 0005 B ooo% § o000 | 000% | 000% | 000% | 000% | 0.00% | 0.00%

W=White B/AA=Black or African American H/L=Hispanic or Latino  A=Asian AVAN=American Indian or Alaskan Mative NHOPI=Native Hawaiian or Other Pacific lslander PW D=Poople with Disabilities

DHR-10 {Rav. Feb 2016)
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TRANSACTIONS DEFINITIONS

For purposes of preparing this report, the following definitions should be used:

New Hire: This involves a person hired into or appointed to a position within an agency in which
he/she either has no prior agency history or whose recent employment experience was not with the
hiring agency. These transactions would consist of any type of new appointment or the movement of
an individual between agencies or merit systems.

Promotion: These transactions occur when an employee is advanced to a position with a higher
salary range than his/her previous position, if within the same agency.

Intra-Agency Transfer: These transactions occur when an employee is transferred to a position of
the same class to which appointed or to a position including similar qualifications, duties,
responsibilities and salary range, in another division, section or other unit.

Suspension: These transactions involve a temporary removal from payroll for disciplinary reasons.
Separation: These transactions involve an employee who voluntarily leaves state service.
Discharge: This occurs when an employee is terminated for cause.

Lay Off: These transactions occur with the placement of an employee in non-paid, non-working
status without prejudice either temporarily or indeterminately.

Demotion: These transactions occur when an employee is assigned to a vacant position in a class
having a lower maximum permissible salary or rate than class from which the demotion was made for
reasons of inability to perform the work, if within the same agency.

Reduction: These transactions involve the voluntary or involuntary movement of an employee to a
vacant position in a class having a lower maximum permissible salary range, if within the same
agency.

Reinstatement: These transactions occur when a former certified employee who resigned or
terminated in good standing or whose position was reallocated downward or who was laterally
transferred or whose name was placed on a reemployment list, if within the same agency.

Reemployment: These transactions occur when the certified employee is restored to an active work
status after being selected from an official Recall/Reemployment List obtained from the Department
of Central Management Services, if within the same agency.

Upward Reallocation: These transactions occur when the classification of an employee to a
position with a classification of higher salary range resulting from the assignment of increased
responsibilities making a higher position title more appropriate.

Downward Reallocation: These transactions occur when the classification of an employee changes

to a position with a classification of a lower salary range resulting from the changes in assigned
duties, which have fewer responsibilities.

May 2008
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AVAILABILITY ANALYSIS - EXTERNAL WORKFORCE

PROCESS

The availability analysis provides a numerical measure of utilization through an analysis
of the internal workforce of each state entity and the availability of affirmative action
groups in surrounding labor area(s). Comparison of the availability numbers and the
actual number of affirmative action groups currently employed by the agency will
indicate whether or not the agency is underutilized. The resulting number becomes the
ultimate goal of the agency.

NOTE: Availability data can be accessed on the Depart me n3State g.\gency Liaison
Unit webpage.

Availability Percent Worksheet

The availability percent worksheet (AP) process begins with completion of this AP
worksheet and continues with the utilization analysis.

1. Computation of the AP is based upon a two-factor weighted mathematical formula.
The AP worksheets (see example on pages 16 - 17) must be prepared for each
DHR region (see pages 23 - 24), and each affirmative action group (Women, Black
or African American, Hispanic or Latino, Asian, American Indian or Alaskan Native,
Native Hawaiian or Other Pacific Islander) and each EEO job category, when there
are ten (10) or more total employees in that job category in the region in question
[Title 56, Section 2520.APPENDIX A, Part 11l (a) (1)].

2. The worksheet containsthetwof act or s used f o Thestatsticsdor at i ng
factor one (1) is provided by DHR for all agencies. Factor two (2) is provided by
the agency.

1 Factor 1 - Those having requisite skills in the region.
1 Factor 2 - Those promotable, trainable, and transferable in the region

For purposes of factor two, the agency determines which employees are promotable,

trainable, and transferable in the region in question. The Depar t me&itet&® s r ul es

Section 2520.700) define these terms as follows: fPr o mot abl e0 means agenc

employees who within the fiscal year, under standard employment practices, are able to

move from one of the EEO job categories to another; A Tr ai nabl e0 means agert
employees who within the fiscal year are eligible for participation in established training

programs that when completed would allow them to move from one of the EEO job

categories to another; firransferabledmeans an agency employee eligible for transfer

within the fiscal year from one region to another.

12
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Note that in the past, the Department provided a chart showing promotional categories,
which reflected typical promotional patterns. This guidance is no longer provided, and
each agency shall determine its own promotional patterns for purposes of this analysis.
An agency is free to use the promotional categories that it used in the past for this
analysis or revise appropriately.

The worksheet has six columns that are identified below:

Column A - the grand total

Column B - the affirmative action group

Column C - Percentage of the grand total

Column D - Value weight is a percentage assigned by the agency. This
determination should be based upon employment practices. The
agency is free to give factors one and two any value weight from 0%
to 100%, with the understanding that the total of this column must
equal 100%.

Column E - The weighted factor is the number arrived at by multiplying column C
by column D. The sum of the figures in column E is the availability
percentage (AP).

Column F - Source of statistics.

Calculating A PO s

The AP is arrived at by performing the calculations steps indicated below. To complete
the AP worksheet an EEO Officer will need the following:

1 Workforce analysis (DHR-9).
1 Internally developed data for those employees who are promotable, trainable,
and transferable.

1. Enter the number for factor two (2) in column A and B. This number comes
from your workforce analysis form and reflects the number of employees who
are promotable, trainable, and transferable. The percentage that is inserted in
column C is determined by the following formula: B-A =C.

2. Enter the value weights in column D. In order to identify appropriate value
weights, the agency should determine whether most candidates for
employment come from inside the agency, from other state agencies or from
outside of state government. These value weights (percentages) are based on
recruitment patterns. Agencies that recruit from the labor force would give a
higher value weight (percentage) to factor one; agencies that rely on
promotions, transfers, and training programs would give a higher value weight
(percentage) to factor two. The sum of the value weight percentages must total
100%. When assigning value weights, the EEO Officer must remember the
following:

13



a. When column B or C for a given factor is zero; the value weight must also
be zero.

b. When a value weight is zero in a particular factor, the other value weights
must be adjusted because the total must equal 100%.

c. The value weight for each factor should be identical for each affirmative
action group within an EEO job category, except where there is a zero
factor.

3. For column E, the percentage for factors 1 and 2 are arrived at by the following
calculation formula: (C x D=E). The total of column E equals your availability
percent (AP). The AP is then multiplied by 80%, pursuant to the Human Rights
Act, Section 2-105 (B) (3) (b).

Calculating Agency Underutilization

The determination of whether an agency is underutilized in any affirmative action group
is made by performing the following steps on the availability summary sheet [AS]
(DHR-8). [See example on pages 197 21].

1. Using the figures from the workforce analysis form DHR-9:

a. Indicate present number of employees. However, do not calculate utilization
for categories that have less than ten (10) total employees because the
numbers are too small to yield statistical reliability.

b. Number of affirmative action group members already employed.

2. Enter the availability percentage (AP) in line 2, which comes from the AP
worksheet (DHR-5) for the appropriate affirmative action group.

3. Multiply the present number of employees by the AP and enter the result in the
Number Needed for Parity (line 3). If the result includes a fraction, round down to
the closest whole number.

4. Subtract the number of affirmative action group members already employed (line
4) from Number Needed for Parity (line 3). If the number of affirmative action
group members already employed is greater than the Number Needed for Parity,
parity has been achievedandain Po f or pari ty, selboluthed
result is a positive number, underutilization exists for the affirmative action group
and job category. This number represents additional persons needed in the
category to eliminate regional underutilization.

NOTE: This form calculates by itself when the availability percent worksheet and the
workforce analysis information have been entered into the computer.
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Underutilization Summary by Region

Enter the underutilization figures on the Underutilization Summary form by Department
region (DHR-11) [see example on page 22], which comes from the availability summary
(DHR-8) form(s).

NOTE: This form calculates automatically when the availability percent worksheet, the
workforce analysis, and the utilization analysis information have been entered into the
computer.
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Availability Percent Worksheet

AGENCY: Affirmative Action Group
Category: WOMEN
Region: 1
EXAMPLE Facility:
A B C D E
Grand Total Aff. Action Percentage Value Weighted
FACTORS Group Total Weight Factor
# # % % % Source of Statistics
1. Those having requisite skills in U.S. Census Bureau /
the region. 618,175 244 044 39.48% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent.
Affirmative Action Group
AGENCY: BLACK or AFRICAN
Category: AMERICAN
Region: 1
Facility: 0
A B C D E
Grand Total Aff. Action Percentage Value Weighted
FACTORS Group Total Weight Factor
# # % % % Source of Statistics
1. Those having requisite skills in U. S. Census Bureau /
the region. 618,175 61,680 9.98% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent.
Affirmative Action Group
AGENCY: HISPANIC or LATINO
Category: Region: 1
Facility: 0
A B C D E
Grand Total Aff. Action Percentage Value Weighted
FACTORS Group Total Weight Factor
# # % % % Source of Statistics
‘1. Those having requisite skills in J. S. Census Bureau /
the region. 618,175 38,688 6.26% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent.

MHR-5-AAP (Rev Feb 20121
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Availability Percent Worksheet

Affirmative Action Group:

AGENCY: ASIAN
Category:  Officials/Administrators Region: 1
Facility:
EXAMPLE
A B c D E
Grand Total Aff. Action Percentage Value  Weighted
FACTORS Group Total Weight Factor
# # % % % Source of Statistics
1. Those having requisite skills in U. S. Census Bureau /
the region. 571,580 36,035 6.30% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent
Affirmative Action Group:
AGENCY: AMERICAN INDIAN or
Category:  Officials/Administrators ALASKAN NATIVE
Region: 1
Facility:
A B c D E
Grand Total Aff. Action Percentage Value  Weighted
FACTORS Group Total Weight Factor
# # % Yo %o Source of Statistics
1. Those having requisite skills in U. S. Census Bureau /
the region. 571,580 493 0.09% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent.
Affirmative Action Group:
AGENCY: NATIVE HAWAIIAN or OTHER
Category:  Officials/Administrators PACIFIC ISLANDER
Region: 1
Facility:
A B c D E
Grand Total Aff. Action Percentage Value  Weighted
FACTORS Group Total Weight Factor
# # % % % Source of Statistics
1. Those having requisite skills in U. S. Census Bureau /
the region. 571,580 190 0.03% 0.00 American Community Survey.
2. Those promotable, trainable,
and transferable in the region. 0 0.00% 0.00 Agency Workforce.
0 0.00 Availability Percent.

DHR-5-AAP (Rav. Fab. 2012)
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EXAMPLE

Workforce Analysis by Region

Agency: Reporting Pariod:
Region:
MALES FEMALES PERCENTAGES
Grand Al MH Ml NH
EED Catagory Toka Todal W BAA HL A AN ORI PWD| Toial W BAA HL A AN OFl PWD M F W BAA HL A AVAN  NHOP PWD
Officials /
Adminizstrators 1] 0 0 0.00% ) ooo% | oo0% | oo0%t | ooo% | 000 | 000% | noow | 0.00%
Professionzls
1] 0 0 0.00% ) ooo% | o00% | 000 | 0oo% | 0.00% | 0.00% | noox | 0.00%
Technicians 0 0 0 oo | ooos | oooe | oo | ooow | ooos | oo | coe | 0oos
Prodective
Sewice 1] 0 0 0.00% ) ooo% | oo0% | oo0s | ooo% | 0005 | 000% | noos | 0.00%
Para-
professionals 1] 0 0 0.00% ) ooo% | oo0% | o000% | o0o% | 000% | 000% | noos | 0.00%
Administrative
Support 1] 0 0 0.00% ) ooo% | oo0% | oo0% | ooo% | 000% | 000% | noos | 0.00%
Skilled Craft
Hen L 0 0 0 o00% | ooosw | ooow | coose | noow | ooow | oo | com | 0om
Sanvice |
Maintenancea 1] 0 0 0.00% ) ooo% | o00% | 000 | 0oo% | 0.00% | 0.00% | noox | 0.00%
TOTAL i} 0 0 i 0 o |lo|of| o 0 0 0 0 o |o|of| o | ooo% | ooos | 000% | 000% | 0L00% | 0.00% | 0U00% | o.oow | 0.00%
Grand Total Employees for Region 1: Males: V] Females: 0 Total Minorities: i}
0.00% 0.00% 0.00%
Whita: 0 BlackiAfrican American: 0 Higpanic/Lating: 0 Asian: 0 ALAN: 0 NHORI: 0 PWD: V]
0.00% 0.00%: 0.00% 0.00% 0.00% 0.00%: 0.00°%,

W-White B/AA=Black or African American  H'L-Hispanic or Lafino  A=Asian  AlAMN-Amencan indian or Alaskan Native  NHOPl-Matwe Hawaiian or Other Pacific [slander  PWD=People with Disahilities
DOHR-3 [Fav. Fab. 20E}
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Utilization Analysis
EXAMPLE

Agency:

Alfrmatee Acon Group: WOMEN

Cificials!

Presani Mumber
of Empioyeas 0 0 0

Aveliabilty

Percant 0,00 000 0.00

Mumbar Meadad lor Panty 0 a 0

Mumber of AMrmative

Action Groug

Members Already

Empioyed 0 0 0

Unodarudlization

Agency:

Alfrmatee Acon Group: BELACK or AFRICAN AMERICAN

OMficials

Administrators Professionals Technicians
Presani Mumber
of Empioyeas 0 0 0
Aveliabilty
Percant 0.00 0.00 0.00
Mumber Neadad for Panty 0 0 0
Mumber of AMrmative
Action Groug
Memibers
Alraagy Employed 0 0 0
Underusization

DHRS-AAP [Rav . Fab, 5055

19

Frotacive
Admmistraiore  Professionals Techniclans —Sanvice

0.00

Frotacive

Ragion 1

Pare- Admin
Profassionals  Support

0 ]
D.00 0,00
0 ]

0 ]

Region 1
Pare- Admin

Sarvice  Professionals  Support

0.00

0 H
0.0 0.0
0 H
0 H

Shlled Sanvice’
Craft  Mamienanca

0 0
0,00 0.00
0 0
0 0
Shlled Sanvice’

Craft  Mamienanca

0 0
0,00 0.00
0 0
0 0



Utilization Analysis

EXAMPLE

Agancy:

Affrmattee Action Group: HISPAKIC or LATING

Reon 1

Cificialsr Protaciive Pare- Admin
Admmnistrators  Professionals Techniclans Service  Professionals  Support

Present Mumber
of Empioyeas 0 0 0 D 0 D
Awsilability
Percent 0.00 0.00 0.00 0.00 0.00 0.00
Numbar Neaded for Parity 0 o o D o D
Numbar of Aflirmative
Action Groug
Memibers Already
Empioyed 0 0 0 D 0 D
Underutization
Agancy:
AMrmatve Action Group: ASIAN Reon 1
Oficiais/ Protactve  Pare Admin
AOmmistrelors  Profassionals Techniclans  Service  Professionals  Support
Present Mumber
of Empioyeas 0 0 0 D 0 D
Auailability
Percant 0.00 0.00 0.00 0.00 0.00 0.00
Numbar Neaded for Parity 0 o 0 D o D
Numbar of Atfirmative
Action Groug
Memioers Already
Empioyed 0 o 0 D o D
Underutization

CHI - AAP [Fav. Fab. 305
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Shlled Sanvice
Creft  Mamnienancs

a 0
0.00 0.00
a 0
a 0
Shlled Sanvice

Creft  Mamienancs

a 0
0.00 0.00
0 0
a 0



Utilization Analysis

EXAMPLE
ApEnCy:
AMIMatve Action Group:  AMERICAN INDIAN or ALASKAN NATIVE RepIOn 1
Officials/ Protacive  Pare Admin  Skiled  Sarvice
Admmistreiors  Professionals Technicians  Service  Professionals Suppori  Craft  Mamienance
Presani Number
af Empinyeas 0 0 0 o 0 o 0 0
Awaliability
Pemant 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Number Weaded for Parnity 0 0 0 o 0 o 0 0
Mumber od Aflirmative
Action Grous
METiDers Alreamy
Empinyed 0 0 0 o 0 o 0 0
Undarusization
Agancy:
AMrmative Action Group:  MATIVE HAWAILAN or OTHER PACIFIC ISLANDER Region 1

CifciasS Protacive Fara- Admin SHlled SarVICE
Admmnistraiors  Professionals Techniclans Service Prafessionals  Suppord Craft  Mainlenanos

Preseni Mumber
aof Empigyess 0 0 0 0 0 0 0 ]

Awsliability
Percant 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Mumber Meadad Tor Fanty 0 0 0 o 0 o 0 0
Mumber od Affirmebve

Action Group
Meminers Already

Empinyed 0 0 a 0 q 0 q 0

Underutization

CHR-2-AAF [Faw . Fab 3090
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EXAMPLE

Underutilization Summary by Region

Hame of Agency: Fiscal Year:
Region Dificials and Adminisirators Professionals Technicians Prodective Service Workers
W BAA HL A AIMA | NHHOP W EAA HL A AVNA | NHOPI W BAA HL A AIMNA | HHOPI W EAA HL A AUNA | NHORP
1
2
2
4
5
g
7
g
]
10
Tikal 0 0 0 0 0 0 4] 0 0 0 0 0 0 0 0 0 0 0 0 1] 0 0 0
Hegion Paraprofessionals Adminsstrative Support Skilled Craft Workers Service-Mainlenance
W BAA HL A AlMA | NHOPY W BAA HL A AVNA | NHOPI W BAA HL A AIMA | NHOPI W EVAA HL A AUNA | NHOP
1
2
2
4
5
[:]
7
g
2
10
Tikal 0 0 0 0 0 0 4] 0 0 0 0 0 0 0 0 0 0 0 0 1] 0 0 0
Total undervtilization for Women: 0 Total underutiization for Black or African Amearican: Total underutiization for Hispanic or Lating: 0
Total underutilization for Asian: 0 Total underutilization for Amenican Indian or Alzskan Native: Total undensilization for Mative Hawsaiian or Cther Facific lslandar: 0

Mote: ¥ no calculations are necessary in any region where the agency does noi have a facility or because there are less than ten employess in the EED category in that region, leave that box blank.

W=Women B/AA = Black or African American  H'L = Hispanic or Latino

DHR 11-4AF (Aaw. Fab. 20ME)

A= Aszian
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AVAN = American indian or Alaskan Mative

NHOPl= Mative Hawaiian or Cther Pacific lslander




lllinois Department of Human Rights State Regional Map
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REGION 1
Cook
DeKalb
DuPage
Grundy
Kane
Kankakee
Kendall
Lake
McHenry
Will

REGION 5
DeWitt
Fulton
Livingston
Marshall
Mason
McLean
Peoria
Stark
Tazewell
Woodford

REGION 9
Clark

Clay

Coles
Crawford
Cumberland
Edgar
Effingham
Fayette
Jasper
Lawrence
Marion
Moultrie
Richland

lllinois Counties by Region

REGION 2
Boone
Ogle
Stephenson
Winnebago

REGION 6
Champaign
Douglas
Ford
Iroquois
Piatt
Vermilion

REGION

Alexander
Edwards
Franklin
Gallatin
Hamilton
Hardin
Jackson
Jefferson
Johnson
Massac

10
Perry
Pope

REGION 3
Bureau
Carroll
Henry

Jo Daviess
LaSalle
Lee
Mercer
Putnam
Rock Island
Whiteside

REGION 7
Cass
Christian
Greene
Logan
Macon
Macoupin
Menard
Montgomery
Morgan
Sangamon
Scott
Shelby

Pulaski

Saline
Union

Wabash
Wayne

White

Williamson

24

REGION 4
Adams
Brown
Hancock
Henderson
Knox
McDonough
Pike
Schuyler
Warren

REGION 8
Bond
Calhoun
Clinton
Jersey
Madison
Monroe
Randolph
St. Clair
Washington
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DEVELOPING GOALS AND TIMETABLES

Requirement:

When the utilization analysis results in a determination that affirmative action groups are
being underutilized, specific numerical goals must be established. However, when labor
market availability of a specific affirmative action group in a specific region is less than
2%, no goals are required. [Title 56, Section 2520.APPENDIX A, Part Il (b)].

Regarding numerical goals, it should be noted that there is no requirement for quotas.
Quotas are expressly forbidden by law. Numerical goals for minorities and females are
targets for recruitment and outreach and should be reasonably attainable by means of
applying concerted effort. Agencies should make a concerted effort to meet the
minimum compliance criteria established by the Department, which is 80% of the
statewide labor market availability rate of minorities and females. In determining
whether an agency made a concerted effort, the Department will evaluat e t he a
overall actions taken over the course of the fiscal year to reduce its underutilization
when there have been opportunities to hire or promote in underutilized categories.
When agency underutilization is confined to one region of the State or one affirmative
action group, the labor market availability rate in question will be considered. Numerical
goals do not create guarantees for specific groups, nor are they designed to achieve
proportional representation or equal results.

Program goals must be developed in conjunction with the agencies internal and
external workforce analysis, as well as any other additional needs.

The following items should be noted in developing a format for goals and timetables:

1 The area to be addressed reflects numerical or program concern(s).

1 The goal is a broad category, which describes the area to be addressed.
1 The_objective delineates the specific intention.

1 The action items outline in detail which steps are going to be taken to achieve the
objective.

1 The assignment of responsibility hames the individual(s) who is (are) held
accountable to the chief executive officer for carrying out the action item.

1 The target date for completion is the date that this action item should be completed.

1 The monitoring procedure outlines the procedure, whereby; a review is made to
determine whether or not the objective is being met per the target date.

25




NUMERICAL GOALS
EXAMPLE

1. AREATO BE ADDRESSED
Underutilization of one Asian and one Female official / administrators in region one.

GOAL:

Eliminate underutilization of one Asian and one Female official / administrators in
region one.

OBJECTIVE:

As vacancies occur, hire / promote one Asian and one Female official /
administrators.

Assignment of Completion Monitoring
Action Item Responsibility Target Date Procedure
a. Notify relevant EEO Officer Quarterly Reviewed by
recruitment sources of HR Director DHR
potential vacancies for
referrals of qualified
applicants
b. Employ one Asian Appropriate M/D/Y Review of hires /
official / administrator Interviewing promotions by
Officer EEO Officer
C. Employ one Female Appropriate M/D/Y Review of hires /
official / administrator Interviewing promotions by
Officer EEO Officer

2. AREA TO BE ADDRESSED:
Underutilization of one Black professional in region seven.

GOAL.:
Eliminate underutilization of one Black professional in region seven.

OBJECTIVE:

As vacancies occur, hire / promote one Black professional.

Assignment of Completion Monitoring
Action Item Responsibility Target Date Procedure
a. Notify recruitment sources EEO Officer Quarterly Reviewed by
of potential vacancies HR Director DHR
b. Employ one Black Appropriate M/DIY Review of
professional Interviewing promotions by
Officer EEO Officer

26



PROGRAM GOAL

EXAMPLE

AREA TO BE ADDRESSED:

The Agency experienced a 100% increase in the number of sexual harassment
charges filed.

GOAL:

To ensure that employees know the definition of sexual harassment as well as ensure
supervisors and managers know their responsibilities regarding sexual harassment
prevention.

OBJECTIVE:

To provide training for employees concerning their rights and supervisors/managers
their responsibilities regarding sexual harassment.

Assignment of Completion Monitoring
Action Item Responsibility Target Date Procedure
1. Purchase sexual EEOQO/AA Officer Quarterly Purchase
harassment video Training Manager
2. Schedule meeting EEOQO/AA Officer M/D/Y Memo about
between agency General  Training Manager meeting

Counsel, Training Division Personnel Director
and Personnel to discuss
training module

3. Schedule brown-bag EEO/AA Officer M/DIY Announcement
lunch program to show Training Manager about program
video (attendance Personnel Director
voluntary)

4. Present training for General Counsel  M/D/Y Training agenda
supervisors / managers Training Manager

5. Schedule dates for all EEO/AA Officer On-going Memo regarding
employees Personnel Director availability
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PROGRAM GOAL

EXAMPLE

AREA TO BE ADDRESSED

For agency employees to understand diversity, equity, inclusion, and accessibility
(DEIA).

GOAL

To ensure that employees understand diversity, equity, inclusion, and accessibility and
that the agency continues to be a place that welcomes diverse perspectives,
experiences, and approaches to foster a stronger, smarter, and more informed agency.

OBJECTIVE:

To provide training and a greater understanding for employees concerning diversity,
equity, inclusion, and accessibility.

Assignment of Completion Monitoring
Action Item Responsibility Target Date Procedure
1. Introduction to DEIA EEO/AA Officer M/DIY Memo about
training Training Manager meeting
2. Develop and discuss EEOQO/AA Officer M/D/Y Memo about
training module Training Manager meeting

Personnel Director

3. Present DEIA training for General Counsel M/D/Y Training agenda
executive staff / Training Manager
supervisors / managers

4. Schedule dates for all EEO/AA Officer On-going Memo regarding
employees Personnel Director availability;
Training Manager records

documenting
training efforts
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EMPLOYMENT DISCRIMINATION INTERNAL COMPLAINT PROCESS

Requirement:

Executive state agencies must make available to their employees a complaint process
(Title 56, Section 2520.APPENDIX A, Part IV) which addresses any complaint which the
employee feels is a civil rights violation on, including but not limited to, the following
bases: race, color, religion, sex, sexual orientation, sexual harassment, national origin,
ancestry, citizenship status, age, marital status, pregnancy, disability, arrest record,
military status, and unfavorable discharge from military service. This action may involve
refusal to hire, promote, reinstate, selection for training or apprenticeship, layoff,
discharge, disciplinary measures, unequal wages, privileges, or conditions of
employment. The complaint process should be described in detail in this section of the
affirmative action plan.

Elements should include but not be limited to:

1. How the complaint should be filed and with whom;

2. Time restrictions for each step of the procedure, which should be consistent
with agency practices, such as filing, acceptance, investigation, findings and
decision of the Chief Executive Officer;

3. How the findings of the investigation will be relayed to the employee, i.e. written
report by the Chief Executive Officer;

4. If, when and how the completed investigation file will be made available to the
employee.

This section should also state that employees are to be advised of their right to file a
charge with the lllinois Department of Human Rights (IDHR), the U.S. Equal
Employment Opportunity Commission (EEOC), or any other appropriate government
agency.

Refer to the Rules and Regulations of the Department of Human Rights, Section
2520.790 (a) & (b), for mandates regarding the involvement of the agency EEO Officer
in processing complaints of internal or external employment discrimination.

On the following page is an example of an equal
employment opportunity complaint investigation
procedure.
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A.

EXAMPLE

EQUAL EMPLOYMENT OPPORTUNITY COMPLAINT
INVESTIGATION PROCEDURE

Policy

The agency affirms its commitment to a policy of equal employment opportunity through the
implementation of an EEO complaint investigation procedure to promote the internal resolution of
employee complaints of alleged discrimination. It is the conviction of the agency that the
establishment of this EEO complaint investigation procedure shall provide an internal avenue of
redress to informally resolve complaints of alleged discrimination at the lowest organizational level,
reducing the backlog, delay, and expense of a prolonged formal investigation.

To that end, the EEO/AA Officer shall advise and support management in the investigation of
complaints, documentation of facts, the presentation of findings, and recommendations to resolve
the dispute.

The use of this internal EEO complaint investigation procedure does not preclude the rights of an
employee to file a charge directly with the state (DHR) or the federal government (EEOC) or any
other appropriate government agency. The filing of any complaint of alleged discrimination may

not be used as a basis for future retaliation adversely affecting the rights of any employee.

Procedures
The discrimination complaint form (attached) shall be used to clearly record the date, nature, and
other pertinent information of the complaint of alleged discrimination submitted to the EEO/AA

Officer for investigation.

1. Scope and Timeliness

Unless of a continuing nature, all complaints must be received by the EEO/AA Officer in
writing, within a designated timeframe, consistent with agency practice. The scope of the
investigation shall be restricted to the specific allegations cited in the charge.

2. Intake-Screening

Immediately upon receipt of the discrimination complaint form, the EEO/AA Officer shall
review the form to determine the initial timeliness, validity and thoroughness of the
information submitted in the complaint.

The EEO/AA Officer shall inform the employee in writing of the acceptance of the complaint
for investigation within a designated timeframe consistent with agency practice. The
complainant shall be promptly notified if further information or documentation is required to
support the charge.
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3. Investigation

Within a designated timeframe consistent with the agency practice, the EEO/AA Officer
shall initiate a thorough investigation of the allegation(s) of discrimination cited in the
complaint. In order to document the merits of the charge, the investigation shall entail the
verification of information with the immediate supervisors, staff, and witnesses to the alleged
discriminatory employment practice. The investigation shall be concluded within a
designated timeframe after acceptance of the complaint.

4. Withdrawal of the Complaint

The complaint, or any part of the allegation, may be withdrawn during the investigation upon
a written request for withdrawal by the complainant.

5. Settlement During Investigation

If a settlement is reached an agreement shall be obtained in writing with the approval of
management before the complaint shall be considered closed.

6. Dismissal of the Complaint

After an analysis of the complaint, if there is a lack of substantial evidence to indicate that
discrimination has occurred, the complainant shall be notified of the findings in writing and
informed of the right to appeal within a designated timeframe.

7. Investigation Findings

At the conclusion of the investigation, if substantial evidence that discrimination may have
occurred, the EEO/AA Officer shall submit a written notice to the CEO with the findings and
recommendations to resolve the complaint. Within a designated timeframe, a conciliation
meeting shall be initiated, and the EEO/AA Officer shall participate to seek an equitable
resolution of the complaint.

Conciliation Efforts

The EEO/AA Officer shall conduct and coordinate conciliation efforts by conferring with the parties
in an attempt to secure a settlement. A conciliation conference may be convened, which all parties
may attend in person or by representative, to propose, discuss, and agree to a resolution of the
complaint.

If the complaint cannot be satisfactorily resolved at this level within a designated timeframe, the
EEO/AA Officer shall document the efforts made to resolve the complaint and shall provide a
written explanation of the reasons why the complaint was not able to be resolved.
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The findings, conciliation efforts, and proposed settlement shall be forwarded to the CEO for the

final review, approval, or other determination. The CEO shall make known to the EEO/AA Officer

the official position of the agency within a designated timeframeof r ecei pt of t he
written report.

The employee has the right to file with the lllinois Department of Human Rights (IDHR) or with the
U. S. Equal Employment Opportunity Commission (EEOC) or any other appropriate government
agency. The EEO Officer shall represent the agency in responding to any charges.

lllinois Department of Human Rights (IDHR)

Chicago:
555 West Monroe Street, 7" Floor

Chicago, lllinois 60661
1-312-814-6200
TTY 1-866-740-3953

Springfield:
524 S. 2nd Street, Suite 3000

Springfield, lllinois 62701
1-217-785-5100
TTY 1-866-740-3953

To file with IDHR, the complaint must be filed within 300 calendar days from date of harm.
IDHR administers the State of Illinois Sexual Harassment and Discrimination Helpline:

Helpline: 1-877-236-7703 (Monday i Friday 8:30 to 5:00)
Website: www.illinois.gov/sexualharassment

Equal Employment Opportunity Commission (EEOC)

Chicago: St. Louis:

JCK Federal Building Robert A. Young Federal Building
230 South Dearborn Street 1222 Spruce Street, Room 8-100
Suite 1866 (Enforcement, State and Local & Hearings)  St. Louis, Missouri 63103
Chicago, lllinois 60604 314-798-1960

312-872-9744 TTY: 1-800-669-6820

TTY 1-866-740-3953 Fax: 314-539-7894

Fax 312-558-1260
WWW.eeoc.gov

To file with the EEOC, the complaint must be filed within 300 days from date of harm.
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Discrimination ComplaihForm EXAMPLE

To: Agency EEO/AA Offier

Name of Agency

1. Name Telephone
Home Address
2. Are you currently employed by the agency? Yes No
3. Indicate your present job #] statuswork unit, address, telephonember,and length bservice in your current title:
JobTitle Status Unit
Location Phone Number Lengh of Service in Clasfication
4, Date of the alleged discriminatory practice:
5. Basis of the allegediscriminatory practice:
Race Color Sex Religion Age Disabiliy
National Origin Ancestry Marital Statis Military Status Pregnang
Retaliation Sexual Orientation Other
6. Thediscrimination occurred in conoon with:
hterview Hiring Selection Promotion Discipinary Action
Compensation Trasfer Lay Off Training Opportunity
Other (spedy)
7. The facs of the alleged discriminatory employment practice are:
(Continue on additionadheets, if necessary)
8. Name(s), Titleg), WorkLocation(s) and Telephone Number(s) who you bel@dseriminated against you.
Name Title Location Phone Number
Name Title Location Phone Number
9. Please supply evidence to document the basis for thardisatory practice you are claiming, as indied in yar
response to number five of the form.
| have atached supporting evidence:Yes No If yes, describe attachments
(Continue m additional sheets, if necessary)
10. Have you mad an effort to resolve the discriminatitiimough your supervisors, thei@ance procedure avith any public or private
organization? Yes No
If yes, please explain indicating thetoome ofthe efforts:
(Continue on dditional sheets, if necessary)
COMPLAI NANTO S ESANGDNAHE RILED EEO/ AA OFF | CHBREANDDATANRECEIVED

DHR-21 (Rev.November2017)
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